OPERATIONAL SERVICES DIVISION

Job Aid:

How to complete a Partial Receipt in COMMBUYS
This Job Aid shows how to complete a Partial Receipt in COMMBUYS.
Of Special Note:
Before a receipt can be processed, there must be a PO in Sent status. The receiving of goods and services maybe either:
complete receipt or partial receipt. Items that are being returned must be received and then returned. The receipt of items
can also be cancelled without first receiving them. This Job Aid shows how to process a partial receipt using one (1) PO.
When completed, a Receipt Number is assigned with an updated status of Approved for Invoice.

Individuals within an agency or department who receive and or create requests for payments will find this document
useful. These users MUST process receiving within the Basic Purchaser role or within the Department Access role with
permission to receive.

Screenshot ‘ Directions ‘

Step 1 Login to COMMBUYS

. e Launch the COMMBUYS website
' M M BUY by entering the URL for COMMBUYS
OPERATIONAL SERVICES DIVISION (https://www.commbuys.com)

COMMBUYS is the only official procurement record system for the Commonwealth of
Massachusetts’ Executive Departments. COMMBUY'S offers free internet-based access to all
public procurement information posted here in order to promote transparency, increase

competition, and achieve best value for Massachusetts taxpayers. L4 Enter your Logln ID and password
COMIMBUYS INEORMATION: and click the Login button on the
For more information on COMMBUY'S please visit the COMMBUY'S support pages. COMMBUYS |anding page.

Training and Registration for Purchasers

Training and Registration for Sellers
Job Aids for Purchasers
Job Aids for Sellers

If you hawe any questions or concerns contact the COMMBUY'S Help Desk at
COMMBUY S@Estate ma.us or ring us during normal business hours (8AM — 5PM Monday —
Friday} at 1-288-627-8283 or §17-T20-3197.

L[ Register
Register here to begin using COMMBUY'S
“endors, please read this disclaimer prior to registering.

' Complete Registration
Complete registration here to begin using COMMBUYS
“endors, please read this disclaimsr prior to completing registration.

L1 Open Bids
Browse open bid opportunities.
N Active Contracts
Browse active Contracts/Blankets.
W Contract & Bid Search
Search for Bids and active Contracts/Blankets.
N Reqgistered Vendor Search

Search for registered vendors

Login I1D:

Password:

Forgot your password?

© 2014 Periscope Holdings, Inc.
All Rights Reserved
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No News Available

Step 2 Create new receipt

¢ From the Navigation Bar, select the
Documents dropdown tab, then click
on Receipts > New.

e The PO Receipts — Search PO search
box appears.

NOTE: The User must be in the Basic
Purchaser role or Department Access with
permission to receive.

PO Receipts - Search PO

Search Using:  ["A11 of the criteria ¥

Step 3a Locate Purchase Order

Locate the Purchase Order by using any of

Search Fields: .@
,m A the following search fields:
POType v v
Header Major Status v
Header Minoe Status e Purchase Order (#) number and
Separtment Release Number or Buyer.
Location
Type Code ¥ PO Date(MMDD/YYYY) [ ]
Catalog v . .
Required Date(MWDD/YYYY) (] Update Date(MMDD/YYYY) ] ® CIICk Flnd It
Vendor ID: Q Vendor Name:
Fscalyexr B NOTE: If you search using the Buyer field, the
UN SP SC Segment-Family v . . . . -
UN 'SP SCCins ; results will produce a list of the entire existing
Sonmay == Q stk temumber POs for the specified buyer. Select the
e required PO.

EOFeceplataarch B Step 3b Select Purchase Order

Search Using:

il PO-16.10800500" OSDEP Potas e From the list of existing purchase orders,
e p— - !
rome . sore select the PO by clicking the corresponding
Header Magor Status. - -

e radio button in the select column.
B L C Click Select.

:::-::d Date{MMDDYYYY) - ] Update Date(MWDDYYYY) 1]

Vendor I0: Q Vendor Name:

comamte o sede—

Open Market Results

© vou wiinot be s Hyoumre o sonar et pus

[ B 16:1080.05001 05DEP 0000083761 ownsaurs Pl Recest ospovosoes
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Receipt # 0001792 (In Progress) - Purchase Order # PO-16-1080-05D01-OSDEP-00000003761

onfem

Heador Information

Joate Last Updoted:

......

Recipt Trse

Receve .
0B0S/2015 10.30 57 AM

Recen

Recerve L
00572015 10,3057 AM

Return All Comment * Cancel AN Comment ™

R sheciteaeneances cuanity of ecesss 1 staus “ECC - Canceled” anc "ECRT - Refuined” s Gnored ahen cak iaing [esemecisiumecicanceles quarsty or PO fom
L irg

Roceipt Number: woorroz Recsipt Status: 1. in Progress

PO Number: PO Stass: 395 Somt

oepartment * : Location * GSO01 - Congress St
ser Croatod: Date Creatod: DHOSI0IS 103058 A

.
30 . .
o0

09082015 103057 AM | )

Recaipt Dy
Aermate
Receipt 0f

User Last

Step 4 Create the Receipt

The screen opens to the receiving page.
The Receipt Type column defaults to
Receive status.

In the Item Information section of the
receipt, adjust the quantity of goods
received by entering the number of each
item in the Quantity/Dollars column.

In this example we entered 1 case
received for each line item ordered.

Click Save and Continue.

Cancel Al Comment *

eturn All Comment *

[P =ecerres wmescamncand auanty of mowets n stats 0 - Cancaer s TCRT - Remed ' G e CHOSIAG WSeveS @S Sancees ety 1o PO tem

R
s e Step 5 Submit for Approval
aodsenvice Suosies. CUP. PaPER 5 wavs, Dok 200¢s [

The Quantity/Dollars column is updated to
show both the quantity received and the
remaining amounts.

Notice that a new row has been added for
each line item of this receipt document
and has the remaining amounts.

Click Submit for Approval.
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Step 6 Confirm Submit for Approval

A dialogue box appears asking, “Are you sure
you want to submit this receipt for approval?”

Click OK.

Receipt # 0001791 (In Progress) - Purchase Order # PO-16-1080-08D01-OSDEP-00000003751
Mo approval poth meets the dosument triiris. Dio you want 1o manually 533 oppravers o mark the Gocument as approved”
Manusly a3 spprovers

[Fisase seiect an spprover I you want 10 manuslly add spprovers.

Approver . g approver

@ Cancel & Ext

Step 7 Submit for Approval

Each agency will set up their internal controls
and the specific approval path for Receipts.
Select the appropriate Approval choice.

Click Save and Continue.

The receipt will now be in Ready for Approval
status until it is approved.

Step 8

Once your receipt is approved it will be placed
in the Approved for Invoice status only for
the quantities received.
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Step 9a Receive the Remaining Items

C@MM BUYS On the Navigation Bar, click the Documents

OPERATIONAL SERVICES DIVISION dropdown, click Receipts > Approved for

Invoice.
UN S P S C Code Browse | My Account | Custormer Service | About
Home Memsv  Documentsw  Vendorsv A list of PO Receipts-Approved for Invoice will
Requisitions populate, click the blue hyperlink with the
= same PO number used to receive the first

Recempts s quantity.

Step 9b Receive the Remaining ltems

The PO opens showing the Summary Tab,
scroll down to the Receipt Information
section and click Create Receipt.
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Step 10 Receive the Remaining Items

The Receipt opens and shows the remaining
item quantities in the Quantity/Dollars column.
The receipt Type defaults to Receive.

Click Receive All to receive the entire amount
of the remaining items.

Ruceipt Dascription

Alternats 10:
Receipt O *
User Last Uipates:

Eustraen,
- wou et sty Bt Brernt e Pe——
fot Rt Tl s Tk
—
B o .
[ T L Swrareg 13
e B
[EE e Bacercs . 1% ey
MOS0 @AY B Ramarg 13
Rootain AN Cormrmmmat * Cancel All Cormemert *:
D Mrcrmerimesan e S o e i O - Saeone 4 T - AP B Grored shae RS 1R e e 8 e
A [ ot Sew 8 Comtrnn = Bacnc

Step 11 Confirm Receipt of Remaining Items
Click OK in the confirmation dialogue box.

Notice the remaining quantity is now 0.
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\ Submi for Approval

Step 12 Submit for Approval

e Click Submit for Approval, at the
bottom of the page.

e Click OK to confirm submittal.

Receipt # 0001791 (In Progress) - Purchase Order # PO-16-1080-08D01-OSDEP-00000003751
Ho 80rovalothmeets e coamen e, D0 you w0 marusly ac SOV o s ocumeet 4 gprOv?

[P

Pess slct  spover Fyou wart 1 sl 3 g

Add approver

Approver .

Step 13 Select Approval Path
Each agency will set up their internal controls
and the specific approval path for Receipts.

e Select the appropriate Approval
choice.

e Click Save and Continue

The receipt will now be in Ready for Approval
status until it is approved.

Once your receipt is approved it will be placed
in the Approved for Invoice status.

JA_BUYER_Complete-a-Partial-Receipt-_2015_07_30 7



